
 
 

Subject: Attachment to Weekly Update – Updates to F-04 Transaction (Bank 

Deposit Process): Simplified User Screens and Process 

Attachment Title: Deposit Process in SCEIS (F-04) 

 

Effective March 24, 2017, SCEIS has enhanced the transaction code F-04 to simplify the 

entry for users while keeping the same process. Below is an example. 

 

Each bank is assigned a unique GL account: 

  Bank #   Bank Name         G/L

  

The last two numbers on the GL account (the last “00”) should be changed 

according to below legend: 

Legend - The bank G/L accounts that end in:   

 11 – This is the G/L for cash, coins, or checks deposited at the local branch office 

 12 – This is the G/L for ACH (wire transfer) deposits into the bank account 

 

 

 



 
 

 

STEPS FOR THE DEPOSIT PROCESS 

1. Scan your validated deposit slip into your Business Workplace. 

2. Double click on the scanned document that you need to view.  Make sure the image 

is clear and legible. 

3. Click the green check mark to launch into the actual transaction. 

4. Enter the document date (this is ALWAYS the validated bank date, not an option!) 

5. Document type field will default as Z5 (deposit – cash/coin/check).  If your deposit 

was a WIRE transfer, change the document type to ZW.   

6. Reference – enter your bank number (ex.  Wells Fargo is 03100011) per list above.  

7. The selection for “Transfer posting with clearing” is automatically populated by 

system. 

8. Enter the Pstky (post key) of 40 for Debit. 

9. Account – enter your bank GL account (see list above).

 



 
 

10. Click the “Choose open items” button.   

11. Enter the total amount of the deposit in the amount field. 

12. Click the “Process open items” button.   

 

13. Enter your undeposited cash account in the Account field (100001XXXX). 

14. Click the radio button by Document Number. 

15. Click “Process open items” button. 

 



 
 

16. Enter your receipt document number(s) (typically begin with a 12 or 21 #) in the 

“from” column.  

 In the case of a travel advance refund, the receipt document number begins 

with 31. 

17. Click the “Process open items” button.  

 

18. You should see a zero amount in the “not assigned” field in the bottom right.  At this 

point, click the diskette at the top (by the green arrow) to post.  

19. You will receive a new document number that begins with a 13 (for regular deposits) 

or a 14 (for wire transfer deposits). 

20. Your transaction has now been sent to the lead for approval, and then it will go to 

the treasurer’s office. 



 
 

 
 


